APPLICATION FOR RECORDS RETENTION SCHEDULE Do O T e S AN TTORY

RECORDS MANAGEMENT DIVISION

Attention: Scheduling Section.

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on compieting this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenve, Atianta, Georgia, 30334,

FOR AGENCY USE 1. Agency Address _ ' FOR RECORDS MANAGEMENT USE

Application Dete : Department of Education ' ' Application Number
Office of Administrative Services 22-92
Appiication Number Facilities and.Transportation Division [Dae Received Date Completed
Atlanta, Georgia 30334 MAY 6 1882 MAY 19 4952
2. Person to Contact Working Title Telephone Number i
Beverly Drake ) Principal Secretary 656-24L0

3. Action Requested _
a, 8 Establish Retention Schedule; record will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated.

c. [0 Amend Application No. Check One: [0 Change; T Supercede; O Void

4. Dates of Series 5. Records Series Title ffollowed by title used in office; if different)
Earliest  Latest :

1975 | Present Facilities and Transportation Division School System Files

and transportation needs of the 187 school systems and for securing adequate
financial support to satisfy these needs. The Division assists local school

state capital outlay funds and the distribution of state funds necessary to
transport students to and from school.

staff of 13 and a Pupil Transportation Section staff of 9.

6. Division and Office Function .  What is the function of the Divisipn and the Office in which this record series is created?

systems with the development of local facility plans and with the development of
school bus transportation routés. It provides for the equitable distribution of

These services are provided through the Division Director, a Facilities Section

The Facilities and Transportation Division is responsible for determining facility i

7. Record Series Description This file contains the following documents {include form numbers and titles, if any):
T Attach samples of the file.

Documents relatingto: assisting local school systems by prOV|d|ng information and
responses to requests concerning facility and pupil transportation laws,
policies, regulations, entitlements, and appropriations,

Induded are: copies of correspondence between local school systems and Division,
between the Facilities Section and Pupil Transportation Section personnel
and local school systems, and between the Division and other DOE divisions
and offices; copies of contracts between local school systems; local board
of education resolutions relating to facilities and transportation; etc.

Fileisarranged:  alphabetically by school systems; chronologlcaHy by most recent
five-year fiscal year period :

il ot

8. Monthiy Reference Rate How often are records referred to which are: .
Onetosixmonthsold . ; Seven to twelve monfhs old_______ _; Thirteen to twenty-four months old

R

_twenty-five months and older g__? :
9, Annudl Rate of Accumulation of Records =~ -~ ™
~Rettersizedrawers . ;Legalsizedrawers _____ ° - ;Shelves . . ;Other {specify)

“AR_50-71; Rav.76 - — _ ~ (Oves)




Attach copy or excert of laws or regulatmns Explam adm:mstntwe need

These records are needed for 10 years to a55|st LEAs concernlng facnlltnes
' and transportatlon needs. T -

vES | NO | 10, Questionnaire  {Place an “*X" in the proper column)
X a. s this the official copy of the series?
If not, where is it?
b. Does the series contain confidential information requiring security handting? f yes, ¢1te taw or regulation.
c. lIs this a vitai record?
X | _d. Does this series have historical or long term research vatue?
N/A e. When one or two documents in the file make it necessarv to keep the entire file for a long period, could these
MMEMW?
X _| % )5 the information contained in this series ever published? |f ves, attach copy, -
X g. Js the information contained in this series ever analyzed andlor reeorded ina summanzed report?
i ves, sttach copy.
X h. Is there a duplication of this series in your office, or in another office or agency?
_H ves, where? _
X i. s this series for @ maior portion of it) regularlv microfilmed?
X 1 i Does the record series result in a computer printout?
11. Retention Requirements The following requires the series to be kept:
a. State Law years. d. Audit period years.'
b. Statute of limitation years. e. Administrative need 10 years.
c Federal law years. ! f. Federal retention instructions ' years,

12. Aporoved Disposition Instructions  * This agency recommends that the file series be cut off at the end of each
T e DCalendarYear 'Flsm!Yur 0O Other then,

s Hold in the current filesarea___~____monthi(s) _.__L__. year(s); then
O Transter to local hoiding area; hold ___. ___vyear[s}); then

>B1 Transfer to State Records Center; hold __i__vear(s) then
Gl Destroy.

O Transfer to State Archives for permanent retention.

D Other {Specify}

Records Management Officer  (Signature) - Date

[/l Watheer X Bupudo L

State Records Committee [Signagire) Date

Recommendations in para-

graplil 12 are approved. State Auditor/Designee (W R 5'—!2"'71

{If disspproved, sttach letter
of explanation.) Secretary of State/Desigries d e pfy \M—’ 5-17-8Z

Attorney General/Designee 7, i~ 4/1

AR-50—71; Rev. 76 “(Reverm




